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This manual provides instructions on how to manage your testing and credential profile
as a test candidate, a DSHS certified interpreter or translator, or a DSHS bilingual
employee on the LTC Gateway platform. It illustrates user functions step-by-step with
screenshots.

If you are an employee of DSHS or other state agencies, some sections may not apply to
you. These include scheduling a test (Section 4.4.1), orientation (Section 4.5), and
renewals (Section 4.7). Please contact LTC or the office in charge of employee testing in
your agency if you have any questions.

Please note that some of the screenshots in this manual may be slightly different from
what they look like on the real site, but the functions outlined here are mostly the same
as what you will find in Gateway.

There may be occasions when it takes some time for a page to load properly in Gateway.
If this happens, please be patient and wait for a few seconds. If the problem persists, you
can change to a different browser and try again. For best experience, please use Google
Chrome or Microsoft Edge. Internet Explorer is not fully supported.

This manual will be revised based on user feedback and tech updates. Please check the
LTC website or Gateway homepage for the latest version.

IMPORTANT:

If you encounter issues accessing Gateway, please contact DSHS LTC directly by Email:
<dshsct@dshs.wa.gov>. We recommend you read this manual first before writing to LTC.
If you do need help, LTC is always your first point of contact. Do not submit a help ticket
to Secure Access Washington (SAW) unless an issue is directly related to your SAW
account.



https://www.dshs.wa.gov/office-of-the-secretary/language-testing-and-certification-program
https://fortress.wa.gov/dshs/ltcgateway/Home/Main
mailto:dshsct@dshs.wa.gov

1. Set up your SAW account

You need to have a SAW (Secure Access Washington) account in order to access LTC
Gateway. If youd o n 6 t onk wel yu can sign up by following the instructions below.
(Note: If you have an account already for accessing some other state service, you can
use it for Gateway too. If so, please skip this section and go to Section 2 for instructions
on adding LTC Gateway to your SAW account.)

(1) Open the SAW homepage at hitps://secureaccess.wa.gov.

———

to your login for Washington state.

LOGIN ON BEHALF OF
USERNAME R WAS l"\[

PASSWORD'

Forgot your username? | Forgot your password?

Note: A link to SAW is also available on the LTC Gateway homepage at
https://fortress.wa.gov/dshs/ltcgateway/. ClI i ¢ k t h e Sduwyeplecessi nk i
Washington (SAW)0, and you wi || be taken to the

Language Testing & Certification Gateway

For more information about the DSHS Language Testing & Certification (LTC) Program, please visit the DSHS LTC Website!

Find an Interpreter or Translator Interpreters, Translators, and Test
Please visit our search page. Candidates

Please go toISecure Access Washington (SAWJIand sign up for a log
in.

Continuing Education Activities

Search for Approved Continuing Education (CE) Activities. Lig In to:SAWand select/~dd 3 New Service.
Browse the list of services and select the Department of Social and

To request approval of a new activity, please find relevant information at
b PP My, p Health Services.

the DSHS LTC CE website.
Apply for the LTC Gateway, then select LTC Gateway from your list of
services.

Submit a request for access.

Once your access is approved, when you log in to SAW it will forward
you to your LTC Profile.

You must complete your LTC Profile before you can schedule a test,
add continuing education credits, or review your credentials.



https://secureaccess.wa.gov/myAccess/saw/select.do
https://fortress.wa.gov/dshs/ltcgateway/

(2)Tap onSIGNiE@O fb udnthe right.

WELCOME

to your login for Washington state.

SIGN UP! I GET HELP TIPS ON
Washington

LOGIN ON BEHALF OF

USERNAME

PASSWORD |

SUBMIT

Forgot your username? | Forgot your password?

BOn t3gwUmo f or m t h gducap press iChegk,Nowd i n t hight upper
corner if you are not sure whether you have already created a SAW account before.
Otherwise, fill in your information, check the A 6 m n ot o ab angthen tlick
fSUBMITOat the bottom.

x .
SIGN UP! IMPORTANT.. _ _

1 Be sure to fill in your First Name AND
bt e ity b v (U Last Name. Otherwise, Gateway will
i categorize your SAW information as

e invalid, which may block your access.
e f Write down your registration Email,
e user name and password so you
 asmin@aualtyiterp com can easily find them when needed.
USERNAME
Applls
PASSWORD REQUIREMENTS
Add a special character or an
uppercase letter
PASSWORD
CONFIRM PASSWORD
err\aum Jo-cd®




(4) You will receive a confirmation Email, which contains a link to activate your account.
Click the link to finish the registration process.

Fri 1/24/2020 2:14 PM
secureaccess@cts.wa.gov

! . SecureAccess Washington : Welcome to SecureAccess Washington
To M Vummleam(DSHS/O0S)

You are almost finished, R ..

Thank you for signing up with Secure Access Washington.

Your username is:

To activate your account, please click: https://secureaccess.wa.gov/public/saw/pub/regConfirm.do?s siiifSfSessisinilesine

For questions or concerns about your SecureAccess Washington account, please visit https://secureaccess.wa.gov/public/saw/pub/help.do

Thank you,
The Secure Access Washington Team

This is an automated message sent by SecureAccess Washington.

Login at https://secureaccess.wa.gov

If you require assistance, please leave us a note at https://secureaccess.wa.gov/public/saw/pub/help.do




2. Adding LTC Gateway to SAW and requesting candidate access

(1) Once you have logged into SAW, tap on iAdd A New Serviceoin the upper left.

() SecureAccess account J| ceTHeLe | TIPS ON LOGOUT
5k Washington

ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM
L Pl

(2) CIliwould like to bréwse a list of services by agencya

secroicces
Washington

ADD A NEW SERVICE

| would like to browse a
list of services by
agency.

- nz B

| have been given a
code by an agency. | would like to browse a
list of services by name.

(3) You will see a list of state services accessible through SAW in alphabetical order (see
(a) below). Scroll down to f i rDdparfinent of Social and Health Serviceso (see (b)
below).

Department of Natural Resources
Dee

Department of Retirement Systems

ADD A NEW SERV|CE Depariment of Revenue

Board for Volunteer Fire Fighters

Department of Social and Health Services

Board of Accountancy

) Department of Transportation
City of Seattle

Department of Veterans Affairs

(@) (b)

Consolidated Technology Services




(4) You are now on the iISERVICES FROM DSHSopage (see (a) below). Scroll down to

fi

hdC GATEWAY, @an d

t hen tAappobuttan omn theaighfi(see (b) below).

SecureAccess

Washington

At

Washington State
Department of Social
& Health Services

Transforming lives

SERVICES FROM DSHS

DCS ONLINE

APPLY
Division of Child Support Online Services
DEBT MANAGER SYSTEM

APPLY

Debt Manager System

DEBT REGISTRY

APPLY

(a) Services from DSHS

HOME CARE REFERRAL REGISTRY

Home Care Referral Registry.

APPLY

LTC GATEWAY

LTC Gateway

APPLY

NSX UATTEMP BCS

APPLY

(b) LTC Gateway

(5) You will then be prompted to complete information for Multi-Factor Authorization
(MFA) by providing your Email or phone. Fill in the required information, and proceed.

(6) A REGISTRATION COMPLETEG c on

accessing.

REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start

fi

r mat i

on meGlsiaoje fwi | |




(7) You will receive an Email notification saying that your access to LTC Gateway service
has been approved.

secureaccess@mmwa gov N N
SecureAccess Washington : Access Approved

ﬂWa removed extra line breaks from this message.

Your access to SecureAccess Washington agencyl[Department of Social and Health Services] service [LTC Galewayihas been approved for User ID [FERN

Thls is an automated message sent by the SecureAccess Washington CUSTOMER TEST environment. THIS IS NOT PRODUCTION.
Login at https:/itest-secureaccess wa gov If you require assistance, please leave us a note at https://test-secureaccess wa gov/public/saw/pub/help. do

(8) Back in SAW, you will see LTC Gateway has been added to your account. Tap on the
fAccess Nowobutton.

T el
< 1889 S
SecureAccess ACCOUNT GET HELP TIPS ON LOGOUT
Washington

ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM
El\LL OF WASHINGTON 9]
LTC Gateway provided by Department of Social and Health Services
o \

LTC Gateway

Contact LTCgateway .  help desk Remove from my list

(9) You may be prompted to go through Multi-Factor Authentication. Depending on the
MFA information you set up earlier, you will receive a code by call, through Email or
text. Enter the verification code and proceed. This may take several steps (also see
Section 3).

(10) On the MNow Accessingd p a g efiContclied ¢ k

NOW ACCESSING

Washington State
'ﬂ Y Department of Social
7 & Health Services

Transfarmlng lives

You are now accessing LTCgatewayQa provided by Department of Social
and Health Services. If you require assistance, the LTCgatewayQa help desk
can be reached at TSDAdminApps@dshs.wa.gov or 3606646105.

CANCEL CONTINUE




(11) This will take you to the Request Candidate Access0 page. Fill i n th
information, and click the green fiSavedbutton in the upper right corner.

Request Candidate Access BSsave
*First Name R * Last Name v |
* Email Address EEQ@dshs wa.gov * Phone Number (360 HE—
Credential Number & MC12jxx X

Note: If you tested with LTC before or if you currently hold a credential,i t 6 s fillest t o
in the name and Email address that you used previously for your test
registration or credential. This will help LTC locate your record in Gateway.
Once your request is approved, you can update your name and Email address
anytime by yourself (see Section 4.1).

(12) You will see a confirmation message saying that your request for access has been
submitted and is pending for LTC approval.

LTC (QA) Candidates~  CE Activities~  Reports~

Candidate Access Request Submitted Confirmation

Your request was submitted successfully. The LTC Business will review your request and notify you via email.

(13) Wait for LTC review and approval. Once your candidate access request is approved
by LTC, you will receive a notification Email.

From: LTC Customer SupportJis
Sent: Wednesday, September 2, 2020 3:51 PM

To:

Subject: LTC Access Request Approved

The Language Testing and Certification (LTC) program has reviewed and approved your request for accessing the LTC Gateway using email address: mnmmms@sisismya sov
Go to the LTC Gateway to finish setting up vour profile.

For questions and assistance, please contact dshsct@dshs wa gov.




3. Accessing LTC Gateway as a return user

Once your SAW account has been set up and your request for candidate access to LTC
Gateway has been approved (see Sections 1 and 2), the next time when you visit
Gateway, you can log into SAW to access your profile directly.

(1) Open the SAW homepage at hitps://secureaccess.wa.gov.

to your login for Washington state.

LOGIN ON BEHALF OF

USERNAME

PASSWORD'

SUBMIT

Forgot your username? | Forgot your password?

Note: A link to SAW is also available on the LTC Gateway homepage at
https://fortress.wa.gov/dshs/ltcgateway/. ClI i ¢ k t h e Sduwyeplecessi n k
Washington (SAW)0 and you will be taken to the SAW website.

Language Testing & Certification Gateway

For more information about the DSHS Language Testing & Certification (LTC) Program, please visit the DSHS LTC Website!

Find an Interpreter or Translator Interpreters, Translators, and Test
Please visit our search page. Candidates

Please go to[Secure Access Washington (SAW)]and sign up for a log
in.

Continuing Education Activities

Search for Approved Continuing Education (CE) Activities. Luig k1o SAW and select Add & New Service;
Browse the list of services and select the Department of Social and

To request approval of a new activity, please find relevant information at Health Se 4

the DSHS LTC CE website.
Apply for the LTC Gateway, then select LTC Gateway from your list of
services.

Submit a request for access.

Once your access is approved, when you log in to SAW it will forward
you to your LTC Profile.

You must complete your LTC Profile before you can schedule a test,
add continuing education credits, or review your credentials.
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https://secureaccess.wa.gov/myAccess/saw/select.do
https://fortress.wa.gov/dshs/ltcgateway/

(2) Enter your User Name and Password, and click iSUBMITa

WELCOME

to your login for Washington state.

SequeAces
LOGIN ON BEHALF OF
USERNAME[ Appmay ]
PASSWORD[ LLITYTYYIY) ] Washin '} ton State
Y Department of Social
7 & Health Services
Forgot your username? | Forgot your password?
Transforming lives

(3) Once logged into SAW, you will see LTC Gateway listed on the left. Tap on the
fAccessNowd butt on

Il 1889 WY

Secrecces
Washington

ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM
[ALL OF WASHINGTON 9]
LTC Gateway provided by Department of Social and Health Services

LTC Gateway

Contact LTCgateway  help desk Remove from my list

Note: Sometimes this step may not show, and you directly land at the MFA page (see
Step (4) below). You can either c¢click AHomeoO
proceed.

11

t
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(4) You will be prompted to choose a Multi-Factor Authentication (MFA) method.
Depending on the MFA information you set up during registration, you can choose to

receive a code by call, through Email or text. Select a method, and then click
fiContinuea

Seareices o o [ o)
MULTI-FACTOR AUTHENTICATION (MFA)

Multi-Factor Authentication adds an extra layer of security to your account.
+ Requires an additional check beyond usemame and password

*+ Helps prevent identity theft and fraud
~ Is an Office of the Chief Information Officer (OCIO) requi for

CHOOSE YOUR MFA METHOD

O Call Me
@® Email Me
O Text Me

CONTINUE

ion (PII)

(5) Then you will need to confirm the Email or phone number for MFA. For instance, if
you have choseni Em&ielo at t he pousvil needuosconfirin gopr Email
address (see (a) below).l f you have chosen fiText Meo

your mobile number (see (b) below). If your Email or phone shown on the page is
correct, press fiContinuea

(a) Confirming Email

12
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